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A. Opening Spreadsheet Journal Template

1. Navigate:
Select:
Double Click:

STATE OF GEORGIA

General Ledger

Start=Programs=-Accessories=Windows Explorer

C:\ Drive=GL Upload 8.8

JRNL1 SAO Version.xls

The 3 required files to successfully upload a journal from Excel should be saved in a
separate folder on the C: drive.
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STATE OF GEORGIA
General Ledger

The template will open to this sheet.

E Microsoft Excel - JRNL1 SAD Yersion.xls

Type a question for help. -

=S % > [E- A

Spreadsheet Journal Import

3 05/2006 Excel Upload Manual



STATE OF GEORGIA
General Ledger

2. Navigate: File=Save As
Save in: C:\GL Upload 8.8
File name: Assign a name.

NOTE: Always rename your template at this point. Do not copy over
the original template. This will allow users the ability to re-use the
Spreadsheet Template as necessary.
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STATE OF GEORGIA
General Ledger

B. Journal Sheet Options - Add a New Journal Worksheet

1. Select: NEW

B3 Microsoft Excel - eprice.xls — (=]
Ed] File Edit  Wiew Insert Format  Thols Data Window Help Type a question For help - & X
DEHRD S B PR ST S ®E -8 R8s - @ 8
arial -1 - B 7 SE==EH5 % > W= u->-A-0
o - e e SHNE S =) ¢ Reply with Changes... End Review... B

515 - b23
Spreadsheet Journal Import
[ General —————————————— [ Journal Sheets [ Import Journals
| | +8
Setup TNew ImpoxtNow
| £ | +B1 |
Notes Edit Write File
> —
Delete
By
Copy
Ex| | AJ_I
Ready [N

2. Name the New Journal Sheet:  The name of the sheet should be defined by the
user. It should not exceed 10 characters.

New Journal Sheet x|
Mew Journal Sheet Marne:

Cancel

[TESTEDw70d

3. Click: OK
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STATE OF GEORGIA
General Ledger

C. Create Journal Header

1. On line 5, click _“*_  to add Header information.

EMicrosoft Excel - JRNL1 SAD Yersion.xls = |7 ﬂ
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STATE OF GEORGIA
General Ledger

Create Journal Header (Cont’d)

Mew Journal Header

x|

LInik: |4|:|3|:||:| Journal ID: ITESTEDW?US

Journal Date: IEIS,I'31,I'2IIIIIIE

Ledqger Group: IP-CTLIF'.LS
Ledger: I

Source: Flan

Izer I: IEDW.C'.LKER
Journal Class: I—
Transaction Code: I—

— Currency Infarmaktion

Fareign Currency:

Effective Diake: IIIIS,I'SI,I'EIIIEIE
Rake Tyvpe: I
Exchange Rate: I

Document Type: I
Ik
[Dac Sequence: I —_—

Adjustment Type: I

¥ sutoGen Lines
[ aAdjusking Entry:

Cancel

— Reversal
£ pone

" Beginning of Mext Period
" End of Mext Period

£ Mext Day

£~ Specified Date

Description: ITEST JOURMNAL LIF‘LOF'.D|

2. Enter: Business Unit
Enter: Journal ID:
Enter: Journal Date:
Enter: Ledger Group:
Enter: Source
Enter: Description:
Click: OK

include slashes as shown above.

Verify the entered information. The Journal Date and the Effective Date should
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STATE OF GEORGIA
General Ledger

D. Create Journal Lines in Journal Template

1. Online 9, click| +.| to insert multiple rows or click + to add a single line. If a
block of lines is entered chartfield values will not be automatically copied down
to additional lines that are added.
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2. Enter the number of lines that need to be added.

3. Click:

STATE OF GEORGIA

General Ledger

Insert

Insert Multiple Lines

Mumber af Lines

Frorn Lire:

Insert

To Line:

LI

[T | Zopy data From line

Zancel
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STATE OF GEORGIA
General Ledger

Create Journal Lines (Cont’d)

4. Enter the charfield information for the journal lines that have been inserted.

5. Click the % icon to return to the Spreadsheet Journal Import Panel
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STATE OF GEORGIA
General Ledger

Import Spreadsheet Journal

From the Import Journals Panel

Click: “Import Now’

E Microsoft Excel - eprice.xls
:E"g ews  Insett  Format  Tools Data  Window  Help Type aguestionforhelp « o & X
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Spreadsheet Journal Import
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STATE OF GEORGIA

General Ledger

2. Highlight the Spreadsheet Journal. Enter User ID and Password.

Import Journals Now il
Seleck Sheet: ok
Cancel
All
Mone
Import Contral
htkps: [fsaofn.stake.ga,us/psp)sao/
UserID:  |EDWALKER
Password: I**********l
3. Click: OK

When the spreadsheet journal has been successfully imported the following message will

appear.
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